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For distribution with a new PC only 


For product support, contact the manufacturer of your PC 


Certificate of Authenticity © 


_ A genuine certificate is your assurance that the software you obtained with your computer system is 
legally licensed from the Microsoft Corporation. These features cun be Verified on genuine certificates: 


| i) The border, green text and Microsoft logo have a raised, textured feel. 


'@ The interwoven holographic thread can be verified as one long strip when held in front of a bright light. 


IS IT GENUINE ? 
If you believe that this 
certificate or the software 
may be counterfeit, 
please email Microsoft at; 
piracy@microsoft.com 


Product ID: — 
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© 1997 Microsoft fa Gn All rights reserved. 
Microsoft and the Microsolt logo are registered trademarks of the Microsoft Corporation. 
Reproduction of this Centificate of Authenticity is illegal and strictly reve by law 


End-User License Agreement For Microsoft Software 


MICROSOFT® WINDOWS® 95 

IMPORTANT—READ CAREFULLY; This End-User License Agreement (“EULA”) isa legal 
Agreement between you (cither an individual or a single entity) and the manufacturer (“PC 
Manufacturer”) of the computer system ("COMPUTER") with which you acquired the 
Microsoft software product(s) identified above (“SOFTWARE PRODUCT” or “SOFTWARE”). 
Ifthe SOFTWARE PRODUCT is not accompanied by a new computer system, you may not use 
or copy the SOFTWARE PRODUCT. The SOFTWARE PRODUCT includes computer 
software, the associated media, any printed materials, and any “online” or electronic 
documentation, By installing, copying or otherwise using the SOFTWARE PRODUCT, you 
agree to be bound by the terms of this EULA. If you do not agree to the terms of this EULA, PC 
Manufacturer and Microsoft are unwilling to license the SOFTWARE PRODUCT to you. In 
such event, you may not use or copy the SOFTWARE PRODUCT, and you should promptly 
contact PC Manufacturer for instructions on return of the unused product(s) for a refund. 


SOFTWARE PRODUCT LICENSE 
The SOFTWARE PRODUCT is protected by copyright laws and intemational copyright treaties, as 
well as other intellectual property laws and treaties. The SOFTWARE PRODUCT is licensed, not sold. 

1. GRANT OF LICENSE. This EULA grants you the following nghts: 

° Software. You may install and use one copy of the SOFTWARE PRODUCT on the COMPUTER. 

© Network Services. If the SOFTWARE PRODUCT includes functionality that enables the 
COMPUTER to act as a network server, any number of computers or workstations may access or 
otherwise utilize the basic network services of that server. The basic network services are more fully 
described in the printed materials accompanying the SOFTWARE PRODUCT. 

© Storage/Network Use. You may also store or install a copy of the computer software portion of the 
SOFTWARE PRODUCT on the COMPUTER to allow your other computers to use the 
SOFTWARE PRODUCT over an intemal network, and distribute the SOFTWARE PRODUCT to 
your other computers over an internal network. However, you must acquire and dedicate a license 
for the SOFTWARE PRODUCT for each computer on which the SOFTWARE PRODUCT is used 
or to Which itis distnbuted. A license for the SOFTWARE PRODUCT may not be shared or used 
concurrently on different computers, 

© Operating System Choice. PC Manufacturer may have elected to provide you with a choice of 
Microsoft operating system software for the COMPUTER. If the SOFTWARE PRODUCT 
includes both the Windows 95 and an “Altemate Microsoft OS” (either (a) Windows for 
Workgroups, (b) the MS-DOS and the Windows, (c) the MS-DOS operating system and the 
Windows for Workgroups operating system, or (d) the Windows operating system), you are licensed 
to use only one of the Microsoft operating system choices provided. As part of the setup process for 
the SOFTWARE you will be given a one-time option to choose either Windows 95 or an Altemate 
Microsoft OS. Upon selection, the Microsoft operating system choice selected by you will be set up 
on the COMPUTER, and the Microsoft operating system choice not selected by you will be 
automatically and permanently deleted from the hard disk of the COMPUTER. 

¢ Back-up Utility. If PC Manufacturer has not included a back-up copy of the SOFTWARE 
PRODUCT with the COMPUTER, you may use the Microsoft back-up utility, if included with the 
SOFTWARE PRODUCT, to make a single back-up copy of the SOFTWARE PRODUCT. You 
may use the back-up copy solely for archival purposes, After the single back-up copy is made, the 
backup utility will be permanently disabled, 

2. DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS. 

o Limitations on Reverse Engineering, Decompilation and Disassembly. You may not reverse 
engineer, decompile, or disassemble the SOFTWARE PRODUCT, except and only to the extent 
that such activity is expressly permitted by applicable law notwithstanding this limitation. 

e Separation of Components. The SOFTWARE PRODUCT is licensed as a single product. Its 
component parts may not be separated for use on more than one computer. 
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¢ Single COMPUTER. The SOFTWARE PRODUCT is licensed with the COMPUTER as a single 
integrated product. The SOFTWARE PRODUCT may only be used with the COMPUTER. 


¢ Rental, You may not rent or lease the SOFTWARE PRODUCT. 


® Software Transfer. You may permanently transter all of your rights under this EULA only as part 
of asale or transfer of the COMPUTER, provided you retain no copies, you transfer all of the 
SOFTWARE PRODUCT (including all component parts, the media and printed materials, any 
upgrades, this EULA and, if applicable, the Certificate(s) of Authenticity), and the recipient agrees 
to the terms of this EULA, Ifthe SOFTWARE PRODUCT is an upgrade, any transfer must include 
all prior versions of the SOFTWARE PRODUCT, 

® Termination, Without prejudice to any other rights, Microsoft may terminate this EULA if you fail 
to comply with the terms and conditions of this EULA. In such event, you must destroy all copies of 
the SOFTWARE PRODUCT and all of its component parts. 

. UPGRADES. If the SOFTWARE PRODUCT is an upgrade from another product, whether from 
Microsoft or another supplier, you may use or transfer the SOFTWARE PRODUCT only in 
conjunction with that upgraded product, unless you destroy the upgraded product. If the 
SOFTWARE PRODUCT is an upgrade of a Microsoft product, you now may use that upgraded 
product only in accordance with this EULA. If the SOFTWARE PRODUCT is an upgrade of a 
component of a package of software programs which you licensed as a single product, the 
SOFTWARE PRODUCT may be used and transferred only as part of that single product package 
and may not be separated for use on more than one computer. 

4. COPYRIGHT. All title and copyrights in and to the SOFTWARE PRODUCT (including but not 
limited to any images, photographs, animations, video, audio, music, text and “applets,” 
incorporated into the SOFTWARE PRODUCT), the accompanying printed materials, and any 
copies of the SOFTWARE PRODUCT, are owned by Microsoft or its suppliers. The SOFTWARE 
PRODUCT is protected by copyright laws and intemational treaty provisions. You may not copy the 
printed materials accompanying the SOFTWARE PRODUCT. 

. DUAL-MEDIA SOFTWARE. You may receive the SOFTWARE PRODUCT in more than one 
medium. Regardless of the type or size of medium you receive, you may use only one medium that 
is appropmiate for your single computer. You may not use or install the other medium on another 
computer. You may not loan, rent, lease, or otherwise transfer the other medium to another user, 
except as part of the permanent transfer (as provided above) of the SOFTWARE PRODUCT. 

. PRODUCT SUPPORT. Product support for the SOFTWARE PRODUCT is not provided 
by Microsoft Corporation or its subsidiaries. For product support, please refer to PC 
Manufacturer's support number provided in the documentation for the COMPUTER. 
Should you have any questions concerning this EULA, or if you desire to contact PC 
Manufacturer for any other reason, please refer to the address provided in the documentation 
the COMPUTER. 

7. U.S.GOVERNMENT RESTRICTED RIGHTS. The SOFTWARE PRODUCT and 
documentation are provided with RESTRICTED RIGHTS. Use, duplication, or disclosure by the 
Government is subject to restrictions as set forth in subparagraph (c)(1)(ii) of the Rights in Technical 
Data and Computer Software clause at DFARS 252.227-7013 or subparagraphs (c)(1) and (2) of the 
Commercial Computer Software—Restricted Rights at 48 CFR 52.227-19, as applicable, 
Manufacturer is Microsoft Corporation/One Microsoft Way/Redmond, WA 98052-6399, 

FOR THE LIMITED WARRANTIES AND SPECIAL PROVISIONS PERTAINING TO 

YOUR PARTICULAR JURISDICTION, PLEASE REFER TO YOUR WARRANTY 

BOOKLET INCLUDED WITH THIS PACKAGE OR PROVIDED WITH THE SOFTWARE 

PRODUCT PRINTED MATERIALS, 
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Warranty and Special Provisions for Australia, New 
Zealand or Papua New Guinea 

Express Limited Warranty 
CONSUMER RIGHTS, Consumers may have the benefit of certain rights or remedies 
pursuant to the Trade Practices Act and similar state and territory laws in Australia or 
the Consumer Guarantees Act in New Zealand, in respect of which certain liability may 
not be excluded, 
LIMITED EXPRESS WARRANTY. Microsoft warrants that: (a) the SOFTWARE will perform 
substantially in accordance with the aecompanying Product Manual(s) for a period of 90 days from 
the date of receipt; and (b) any Microsoft hardivare accompanying SOFTWARE will be free from 
defects in matenals and workmanship under normal use and service for a period of | year from the 
date of receipt. 
CUSTOMER REMEDIES. To the maximum extent permitted under applicable law, PC 
Manufacturer's and its supplier's entire liability and your exclusive remedy under the express 
Warranty is, at PC Manufacturer's option, either (a) retum of the price paid; or (b) repair or 
replacement of the SOFTWARE or Microsoft hardware which does not meet the warranty and 
Which is retumed to PC Manufacturer with a copy of your receipt. The warranty is void if failure of 
the SOFTWARE or Microsoft hardware has resulted from accident, abuse or misapplication. Any 
replacement SOFTWARE and/or Microsoft hardware will be warranted for the remainder of the 
original warranty period or 30 days, whichever is longer. 
LIMITATION OF LIABILITY. To the maximum extent permitted by applicable law, any 
conditions or warranties imposed or implied by law are hereby excluded, Consumers may 
nevertheless have the benefit of certain rights or remedies pursuant to the Trade Practices Act and 
similar state and territory laws in Australia or the Consumer Guarantees Act in New Zealand; in 
respect of which liability may not be excluded, Insofar as such liability may not be excluded, then to 
the maximum extent permitted by law, such liability is limited, at the exclusive option of PC 
Manufacturer, to either (a) replacement of the SOFTWARE (and any accompanying hardware 
supplied); or (b) correction of defects in the SOFTWARE; or (c) payment of the cost of having 
defects in the SOFTWARE (and any accompanying hardware supplied). 
EXCLUSION OF LIABILITY/DAMAGES, The following is without prejudice to any 
rights you may have at law which cannot legally be excluded or restricted. You 
acknowledge that no promise, representation, warranty or undertaking has been made or 
given by PC Manufacturer and/or Microsoft Corporation (or related company of either) 
to any person or company on its behalf in relation to the profitability of or any other 
consequences or benefits to be obtained from the delivery or use of the SOFTWARE and 
any accompanying Microsoft hardware, software, manuals or written materials. You 
have relied upon your own skill and judgement in deciding to acquire the SOFTWARE 
and any accompanying hardware, manuals and written materials for use by you. Except 
as and to the extent provided in this agreement, neither PC Manufacturer and/or 
Microsoft Corporation (or related company of either) will in any circumstances be liable 
for any other damages whatsoever (including, without limitation, damages for loss of 
business, business interruption, loss of business information or other indirect or 
consequential loss) arising out of the use or inability to use or supply or non-supply of the 
SOFTWARE and any accompanying hardware and written materials, PC 
Manufacturer's and/or Microsoft Corporation (or related company of either) total 
liability under any provision of this agreement is in any case limited to the amount 
actually paid by you for the SOFTWARE and/or Microsoft hardware. 
This agreement is governed by the laws of New South Wales, Australia or, where supplies 
are made in New Zealand, by the laws of New Zealand. 
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Warranty and Special Provisions for England, 
Scotland, Wales and Ireland 


Limited Warranty 

LIMITED WARRANTY, PC Manufacturer warrants that (a) the SOFTWARE will perform 
substantially in accordance with the accompanying written materials for a period of ninety (90) days 
from the date of receipt, and (b) any Microsoft hardware accompanying the SOFTWARE will be 
free from defects in materials and Workmanship under normal use and service for a period of one ( 1) 
year from the date of receipt. Any implied warranties on the SOFTWARE and Microsoft hardware 
{ue limited to ninety (90) days and one (1) year, respectively, Some states/jurisdictions do not allow 
limitations on duration of an implied warranty, so the above limitation may not apply to you. 
CUSTOMER REMEDIES. PC Manufacturer's and its suppliers’ entire liability and your exclusive 
remedy shall be, at PC Manufacturer's option, either (a) retum of the price paid, or (b) repair or 
replacement of the SOFTWARE or hardware that does not meet this Limited Warranty and which is 
retumed to PC Manufacturer with a copy of your receipt. This Limited Warranty is void if failure of 
the SOFTWARE or hardware has resulted from accident, abuse, or misapplication. Any replacement 
SOFTWARE or hardv-are will be warranted for the remainder of the original warranty period or 
thirty (30) days, whichever is longer. 
NO OTHER WARRANTIES. To the maximum extent permitted by applicable law, PC 
Manufacturer and its suppliers disclaim all other representations, warranties, conditions or 
other terms, either express or implied, including, but not limited to implied warranties and/or 
conditions of merchantability and fitness for a particular purpose, with regard to the 
SOFTWARE, the accompanying written materials, and any accompanying hardware. This 
limited warranty gives you specific legal rights. You may have others which vary from 
state/jurisdiction to state/jurisdiction, 
NO LIABILITY FOR CONSEQUENTIAL DAMAGES, To the maximum extent permitted 
by applicable law, in no event shall PC Manufacturer or its suppliers be liable for any 
damages whatsoever (including without limitation, direct or indirect damages for personal 
injury, loss of business profits, business interruption, loss of business information, or any 
other pecuniary loss) arising out of the use of or inability to use this product, even if PC 
Manufacturer has been advised of the possibility of such damages. In any case, PC 
Manufacturer's and its suppliers' entire liability under any provision of this agreement shall 
be limited to the amount actually paid by you for the SOFTWARE and/or Microsoft 
hardware, Because some states/jurisdictions do not allow the exclusion or limitation of 
liability for consequential or incidental damages, the above limitation may not apply to you. 

SPECIAL PROVISIONS 
Reverse Engineering: If you acquired the SOFTWARE in the European Community, you may not 
reverse engineer, decompile, or disassemble the SOFTWARE except to the extent and for the 
express purposes authorized by applicable law. 
This Software License Agreement is governed by the laws of the laws of England, 
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Warranty and Special Provisions for Canada 


Limited Warranty 


LIMITED WARRANTY, PC Manufacturer warrants that (a) the SOFTWARE will perform 
Substantially in accordance with the accompanying written materials for a period of ninety (90) days 
from the date of receipt, and (b) any Microsoft hardware accompanying the SOFTWARE will be 
free from defects in materials and Workmanship under normal use and service for a period of one (1) 
year from the date of receipt, Any implied warranties or conditions on the SOFTWARE and 
Microsoft hardware are limited to ninety (90) days and one (1) year, respectively. Some 

states jurisdictions do not allow limitations on duration of an implied warranty, so the above 
limitation may not apply to you, 

CUSTOMER REMEDIES, PC Manufacturer's and its suppliers’ entire liability and your exclusive 
remedy shall be, at PC Manufacturer's option, either (a) return of the price paid, or (b) repair or 
replacement of the SOFTWARE or hardware that does not meet this Limited Warranty and which is 
retumed to PC Manufacturer with a copy of your receipt. This Limited Warranty is void if failure of 
the SOFTWARE or hardware has resulted from accident, abuse, or misapplication. Any replacement 
SOFTWARE or hardware will be warranted for the remainder of the original warranty period or 
thirty (30) days, whichever is longer. 

NO OTHER WARRANTIES. To the maximum extent permitted by applicable law, PC 
Manufacturer and its suppliers disclaim all other warranties, either express or implied, 
including, but not limited to implied warranties of merchantability and fitness for a 
particular purpose, with regard to the SOFTWARE, the accompanying written 
materials, and any accompanying hardware. This limited warranty gives you specific 
legal rights. You may have others which vary from state/jurisdiction to state/jurisdiction. 
NO LIABILITY FOR CONSEQUENTIAL DAMAGES. To the maximum extent 
permitted by applicable law, in no event shall PC Manufacturer or its suppliers be liable 
for any damages whatsoever (including without limitation, direct or indirect damages for 
personal injury, loss of business profits, business interruption, loss of business 
information, or any other pecuniary loss) arising out of the use of or inability to use this 
product, even if PC Manufacturer has been advised of the possibility of such damages. In 
any case, PC Manufacturer's and its suppliers' entire liability under any provision of this 
agreement shall be limited to the amount actually paid by you for the SOFTWARE 
and/or Microsoft hardware, Because some states/jurisdictions do not allow the exclusion 
or limitation of liability for consequential or incidental damages, the above limitation 
may not apply to you. 

This Software License Agreement is governed by the laws of the Province of Ontario, 
Canada. Each of the parties hereto irrevocably attorns to the jurisdiction of the courts of 
the Province of Ontario and further agrees to commence any litigation which may arise 
hereunder in the courts located in the Judicial District of York, Province of Ontario, 
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Garantie et Dispositions Particuliéres Pour le Canada 
Garantie Limitée 

Si vous vous éles procure ce produit Microsoft® ou ce matériel Microsoft® au CANADA, la 
garantic suivante sadresse a vous, 
GARANTIELIMITEE, Le Fabricant de PC garantit que (a) la performance du LOGICIEL sera 
substantiellement en conformité avec les documents éerits qui 'accompagnent pour une période de 
quatre-Vingt-dix (90) jours d compter de Ta date de réception, et que (b) tout matériel de Microsoft 
fourni avec le LOGICIEL sera exempt de défaut de matitre premiére ou de vice de fabrication dans 
des conditions normales d'utilisation et dentretien pour une période d'un (1) an a compter de la date 
de reception. Toutes garanties ou conditions implicites concernant le LOGICI EL et le matériel 
Microsoft sont limitées & quatre-vingt-dix (90) jours et un (1) an, respectivement. 
RECOURS DU CLIENT, La seule obligation du Fabricant de PC et de ses fournisseurs et votre 
recours exclusif seront, au choix du Fabricant de PC, soit (a) le remboursement du prix payé ou ( b)la 
réparation ou le remplacement du LOGICIEL ou du matériel qui n'est pas conforme a la Garantie 
limitée et qui est retoumé au Fabricant de PC avec une copie de votre regu, Cette Garantie limitée est 
nulle si la défectuosité du LOGICIEL ou du matériel est causée par un accident, un traitement abusif 
Ou une mauvaise application. Tout LOGICIEL ou matériel de remplacement sera garanti pour le 
reste de la période de garantie initiale ou pour trente (30) jours, selon laquelle de ces deux périodes 
est la plus longue. 
EXCLUSION DE TOUTE AUTRE GARANTIE. Selon la portée maximale autorisée par 
a loi applicable, le Fabricant de PC et ses fournisseurs renoncent a toutes autres 
garanties ou conditions, expresses ou implicites, y compris mais ne se limitant pas aux 
garanties implicites de la qualité marchande ou un usage particulier en ce qui concerne le 
LOGICIEL, la documentation écrite et tout matériel qui l'accompagnent. Cette garantie 
limitée vous accorde des droits spéciliques reconnus par Ia loi. 
ABSENCE DE RESPONSABILITE POUR LES DOMMAGES INDIRECTS, Selon la 
portée maximale autorisée par la loi applicable, le Fabricant de PC ou ses fournisseurs ne 
pourront étre tenus responsables en aucune circonstance de tous dommages quels qu'ils 
soient (y compris mais non de facon limitative les dommages directs ou indirects causés 
par des lésions corporelles, la perte de bénéfices commerciaux, l'interruption des affaires, 
Ja perte d'information commerciale ou toute autre perte pécuniaire) découlant de 
l'utilisation ou de l'impossibilité d'utilisation de ce produit, et ce méme si le Fabricant de 
PC a été avisé de l'éventualité de tels dommages. En tout état de cause, la seule 
responsabilité du Fabricant de PC et de ses fournisseurs en vertu de toute disposition de 
cette Convention se limitera au montant que vous aurez effectivement payé pour !'achat 
du LOGICIEL et/ou du matériel Microsoft. 
La présente Convention de droits d'utilisation de logiciel est régie par les lois de la province 
Ontario, Canada, Chacune des parties aux présentes reconnait imévocablement la competence des 
tnbunaux de la province Ontario et consent a instituer tout litige qui pourrait découler des présentes 
aupres des tribunaux situés dans le district judiciaire de York, province d' Ontario, 
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Warranty and Special Provisions for the United States 
of America and Any Other Country 


Limited Warranty 


LIMITED WARRANTY, PC Manufacturer warrants that (a) the SOFTWARE will perform 
substantially in accordance with the accompanying written materials for a period of ninety ( 90) days 
from the date of receipt, and (b) any Microsoft hardware accompanying the SOFTWARE will be 
five from defeets in materials and workmanship under normal use and service for a period of one (1) 
year from the date of receipt. Any implied warranties on the SOFTWARE and Microsoft hardware 
are limited to ninety (90) days and one (1) year, respectively. Some states/jurisdictions do not allow 
limitations on duration of an implied warranty, so the above limitation may not apply to you. 
CUSTOMER REMEDIES, PC Manufacturer's and its suppliers’ entire liability and your exclusive 
remedy shall be, at PC Manufacturer's option, either (a) retum of the price paid, or (b) repair or 
replacement of the SOFTWARE or hardware that does not meet this Limited Warranty and which is 
retumed to PC Manufacturer with a copy of your receipt. This Limited Warranty is void if failure of 
the SOFTWARE or hardware has resulted from accident, abuse, or misapplication. Any replacement 
SOFTWARE or hardware will be warranted for the remainder of the original warranty period or 
thirty (30) days, whichever is longer. 

NO OTHER WARRANTIES, To the maximum extent permitted by applicable law, PC 
Manufacturer and its suppliers disclaim all other warranties, either express or implied, 
including, but not limited to implied warranties of merchantability and fitness for a particular 
purpose, with regard to the SOFTWARE, the accompanying written materials, and any 
accompanying hardware. This limited warranty gives you specific legal rights. You may have 
others which vary from state/jurisdiction to state/jurisdiction. 

NO LIABILITY FOR CONSEQUENTIAL DAMAGES. To the maximum extent 
permitted by applicable iaw, in no event shall PC Manufacturer or its suppliers be liable 
for any damages whatsoever (including without limitation, special, incidental, 
consequential, or indirect damages for personal injury, loss of business profits, business 
interruption, loss of business information, or any other pecuniary loss) arising out of the 
use of or inability to use this product, even if PC Manufacturer has been advised of the 
possibility of such damages. In any case, PC Manufacturer's and its suppliers’ entire 
liability under any provision of this agreement shall be limited to the amount actually 
paid by you for the SOFTWARE and/or Microsoft hardware, Because some 
states/jurisdictions do not allow the exclusion or limitation of liability for consequential 
or incidental damages, the above limitation may not apply to you. 


SPECIAL PROVISIONS 


Commercial Computer Software—Restricted Rights at 48 CFR 52.227-19, as applicable, 
Manufacturer is Microsoft Corporation/One Microsoft Way/Redmond, WA 98052-6399. 

If you acquired the SOFTWARE in the United States of America, this Software License 
Agreement and Warranty are governed by the laws of the State of Washington, U.S.A. If 
you acquired the SOFTWARE outside the United States of America, local law may 
apply. 
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Introducing 
Microsoft. Windows, 95 


For the Microsoft Windows 95 Operating System 


For product support, contact the manufacturer of your PC. 
Refer to the documentation that came with your PC for the 
product-support telephone number, 


Microsoft Corporation 


Information in this document is subject to change without notice. Companies, names, and data used in examples are fictitious 
unless otherwise noted. No part of this document may be reproduced or transmitted in any form or by any means, electronic or 
mechanical, for any purpose, without the express written permission of Microsoft Corporation. Microsoft may have patents or 
pending patent applications, trademarks, copyrights, or other intellectual property rights covering subject matter in this document. 
The furnishing of this document does not give you license to these patents, trademarks, copynghts, or other intellectual property 
except as expressly provided in any written license agreement from Microsoft. 


© 1981 - 1995 Microsoft Corporation, All nghts reserved, 


Arial and Times New Roman fonts. Copyright © 1991 The Monotype Corporation, All rights reserved, 
Disk Defragmenter © 1992 - 1995 Microsoft Corporation. Portions © 1988 - 1992 Symantec Corporation. 
Outside In Viewer Technology. Copyright © 1991 - 1994 Systems Compatibility. 


Microsoft, DriveSpace, MS, MS-DOS, Windows, Windows NT, and the Windows logo are either registered trademarks or 
trademarks of Microsoft Corporation in the United States and/or other countries. : 


The Symbol bitmap fonts provided with Windows 95 are based on the CG Times font, a product of AGEA Compugraphic 
Division of Agfa Corporation, ‘ 
Backup was developed for Microsoft by Colorado Memory Systems, Inc., a division of Hewlett-Packard Company. 
CompuServe is a registered trademark of CompuServe, Inc, gi 

GEnie is a trademark of General Electric Corporation, 

HyperTerminal was developed for Microsoft by and is a trademark of Hilgraeve, Inc, 

Arial and Times New Roman are registered trademarks of The Monotype Corporation, 

Novell and NetWare are registered trademarks of Novell, Inc. 
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Welcome to the Microsofts Windowss 95 operating system. 
With Windows 95, all the things you do now will be easier 
and faster, and what you've always wanted to do is now 
possible. 


This book introduces you to Windows and gets you up and 
running quickly. It shows you how to do the most common 
tasks, provides you with tips, and points you to some of the 
fun and exciting new features that come with Windows. 


If you want to explore Windows in more depth or learn about 
some of the more technical aspects of Windows, the first topic 
in this section, “Where to Find the Information You Need,” 
points you to other sources of information. 
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Help on procedures 5 

ters Help is the primary source of information about 
ert Windows. You can find common tasks in the 

Ck sett le Dh Or ch wee th wah Contents and more in the Index, and search for 


text by using the Find tab. To start Help, click 
the Start button, and then click Help. 


For more information about Help, see 


ane Chapter 1, “The Basics.’ 
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Display Properties : 
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| Help ona specific item 

Ifa window contains a question-mark button, 
you can see a description of any item in the 
Window: Just click the button, and then click 
the item. 
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Welcome 


Introducing Microsoft Windows 95 (thls book) 

The Introducing Microsoft Windows 95 book contains common tasks; 
Visual overviews; a catalog of Windows features; and an illustrated 
glossary of basic terms, including mouse basics. 


a 


Resource Kit 

The Microsoft Windows 95 Resource Kit contains technical information 
Q about Windows 95, plus information for network administrators, The 

= Resource Kit is available wherever computer books or software are sold. 


WinNews 

For more technical information about Windows, 
you can read WinNews via The Microsoft 
Network and most major online services and 
networks. You can also receive the WinNews 
Electronic Newsletter biweekly, via e-mail. For 
more information, see the online document 
Winnews.tat provided with Windows. 


Windows 95 Online Tour 

The Windows 95 Tour quickly teaches you a few 
basic skills and gives you the opportunity to 
practice them. You can start the Tour by 
double-clicking “Ten minutes to using Windows” 
in the Help Contents, (This may not be available 
for all systems.) 
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What's on your Windows 95 screen 


our computer is set up, Various items appear on your 


spending on how y! Mee 
Densing : four important ones, 


desktop when you start Windows. Here are 


Uy Compu 


Asis [rsa 


My Computer 
Double-click this icon to see your computer's contents and manage your 
files. For more information, see Chapter 2, “Beyond the Basics.” 


Network Neighborhood 

Double-click this icon to see available resources on the network, if your 
computer is or can be connected to one. For more information, see 
Chapter 3, “Introducing Networks.” 


Recycle Bin 

The Recycle Bin is a temporary storage place for deleted files, You can 
use it to retrieve files deleted in error. For more information, see 
Chapter 2, “Beyond the Basics.” 


Start button 


You can click the Start button on the taskbar to start a program, open 
a document, change system Settings, get Help, find items on your 
computer, and more. For more information, see Chapter 1, “The Basics.” 


WEICOTIE 


If you've used Windows before. . . 


Take a look at how some familiar elements of Microsoft 
Windows version 3.1 have changed for Windows 95, 


im Program Manager 
You can find your old program groups by clicking the Start button and 
then pointing to Programs. Your groups appear as folders on the 
Programs menu. 


fil File Manager 
To manage your files, you click the Start button, point to Programs, and 
then click Windows Explorer. Your directories appear as folders. 


PR a a air 
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MS-DOS Prompt 
To open an MS-DOS» window, you click the Start button, point to 


Programs, and then click MS-DOS Prompt. 


Control Panel 
To open Control Panel, you click the Start button, point to Settings, and 
then click Control Panel. 


Print Manager 


To set up a printer or look at information about documents you're 


printing, you click the Start button, point to Settings, and then click 
Printers, 


Welcome xi 


Run command 

To use the Run command, you click the Start button, and then click Run. 
You can ran MS-DOS—based and Windows-based programs, open 
folders, and connect to network resources by using Run. 


Task switching 

You can use the taskbar to switch between open windows. Just click the 
button on it that represents the window you want to switch to. You can 
also use ALT+TAB, just as you did in earlier versions of Windows. 
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Close button 
To close a window, you click the Close button in the upper-right corner 
of the window, next to the Minimize and Maximize buttons, 
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What’s new in Windows 95? 


Windows 95 offers many new, exciting features, in addition to 
improvements to many features you may be familiar with from earlier 
versions of Windows. This section mentions just a few of these features, 
Fora complete listing, look up “what's new" in the Help Index. 


New improved interface Windows now features the Start button and 
taskbar. Click the Start button to quickly open programs, find documents, 
and use system tools, Use the taskbar to switch between programs as 
easily as changing channels on your TV. 


Windows Explorer Windows Explorer is a powerful way to browse 
through and manage your files, drives, and network connections. 


Long filenames Windows now supports long filenames to make your 
files easier to organize and find. 


Improved game and multimedia support You will enjoy the faster video 
capability for games, enhanced support for MS-DOS—based games, and 


improved performance for playing video and sound files. 


Plug and Play hardware compatibility You can just insert the card for 
your Plug and Play hardware in your computer, When you tum on your 
computer, Windows recognizes and sets up your hardware for you 
automatically. 


32-bit preemptive multitasking Windows now lets you use many 
programs at once: do more in less time! 


Microsoft Exchange Use Microsoft Exchange to view and work with all 
types of electronic communications, including e-mail and faxes. 


The Microsoft Network You can use this new, affordable, and easy-to- 
use online service to communicate with people worldwide, using e-mail, 
bulletin boards, and the Internet. : 
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Backing up your old files 


Most Windows 95 setups are easy and trouble-free; however, any time 
You update your computer's operating system, it is possible that an error 
could occur (such as system failure due to incompatible hardware, or a 
power failure) that may temporarily or permanently prevent access to 
data, 


Before you set up Windows 95, you might want to back up certain 
system files. The files you should back up include the following: 

+ All initialization (ini) files in your Windows directory 

+ Allregistry data (.dat) files in your Windows directory 

+ All password (.pwl) files in your Windows directory 

+ Any files specified in the Config.sys and Autoexec.bat files 


+ Your Config.sys and Autoexec.bat files, located in the root directory 
of your startup drive (usually drive C) 


» Proprietary network configuration files and logon scripts 


You may also want to back up personal or business data that is on the 
hard disk. 
Just before setting up Windows 95, make sure your network software, if 


any, is working. The settings from the existing network configuration are 
used in Windows 95. 
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Setting up Windows 95 


It's easy to set up Windows, There are two ways to do it, depending 
on Whether you have an earlier version of Windows (version 3.x or 
Windows for Workgroups) on your computer, 


To upgrade from an earlier version of Windows 


> Insert Setup Disk 1 in a floppy disk drive or your Windows CD-ROM 
ina CD-ROM drive. 


> 2 InFile Manager or Program Manager, click File, and then click Run. 


v3 Type the drive letter, followed by a colon (:) and a backslash (\), and the word 
selup. For example: 


a‘\selup 


Note that if you install from a CD-ROM, precede the word “setup” with win95) 


=f 


Curent Duectory C.\ 
Command Line: 


a\setup 


Lo. Le eee 


Oi Run Mininized 


» 4 Follow the instructions on your screen. Click Next to continue 
through the Setup process. 
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BS See Also 

For more information about adding 
Windows components after you've 
installed Windows, see “Ifa 
Windows Component Isn't 
Available” in Chapter 4, 

“The Possibilities.” 


If you do not have a previous version of Windows, use the following 
procedure, 


To set up Windows from MS-DOS 


> [insert Selup Disk 1 in a floppy disk drive or your Windows 
CD-ROM in a CD-ROM drive. 


> 2 Atthe command prompt, type the drive letter, followed by a colon (:) and a 
backslash (\), and the word setup. For example, your screen might look like 
this: 

{c:\] a‘setup 
Note that if you install from a CD-ROM, precede the word “setup” with win95\, 


> 3 Press ENTER, and then follow the instructions on your screen. Click Next to 
continue through the Setup process. 


Setup prompts you to choose the type of installation you want. If you're 
not sure, choose the one that Windows selects for you. The following 
table describes these options. 


This Setup option Does this 

Typical Sets up the most commonly used Windows 
components. 

Portable Sets up features that are most useful for a portable 


computer, while conserving disk space. This 
includes power management features and 
Briefcase, a program that helps you synchronize 
files between laptop and desktop computers. 


Compact Sets up only the basic files you need to run 
Windows. This is useful if you have very limited 
disk space. 

Custom Enables you to choose exactly which components 


to install. If you are an advanced user or system 
administrator and want to customize your 
Windows installation, choose this option. 


If you encounter problems setting up Windows, see the Setup.txt file that 
comes with Windows. 


CHAPTER 1 


The Basics 


What’s the key to using Microsoft Windows 95? The Start 
button! This chapter gives you quick, simple instructions to 
get you up and running. You will also learn how to use online 
Help, which will help you get your work done and leam 
Windows. 


Contents 

Getting Started with Windows 95 2 

Starting and Quitting a Program 5 

Opening aDocument 8 

Getting Help 10 

Finding Something on Your Computer 13 
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Starting a Program by Using the Run Command 15 
Shutting Down Your Computer 17 
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Getting Started with Windows 95 


This section gives you a quick overview of getting started with 
Windows, 


Logging on to Windows 
When you start Windows, you may be prompted to log on to Windows 
or, if you are on a network, to log on to your network. 


If you don’t want to log on with a password, don’t type anything in the 
password box, and click OK. You won't see this prompt in the future. 


eee 


To log on to Windows 


¥ 1 inthe User Name box, type your name. 


v 2. Inthe Password box, type a password. The first time, 
Windows prompts you to confirm your password. 


reN Tyce 2 cor rane ard pamerad & big ants wirebot rn 


Lee _tet | 
ee 


rset 


The Start button and taskbar 


The Stan button and taskbar are located at the bottom of your screen 
When you start Windows for the first time. By default, they are always 
visible when Windows is running. ; 


start iy ah 


N — 
Start button 


\ Taskbar 
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Starting with the Start menu 
When you click the Start button, you see a menu that contains everything 
you need to begin using Windows. 


If you want to start a program, point to Programs. If you want Help 

on doing something in Windows, click Help, The commands on the Start 
menu are described in more detail in the rest of this chapter. An 
overview of each command is shown below. 


This command Does this 


Programs Displays a list of programs you can start. 

Documents Displays a list of documents that you’ ve opened previously. 

Settings Displays a list of system components for which you can 
change settings. 

Find Enables you to find a folder, file, shared computer, or mail 
Message. 

Help Starts Help. You can then use the Help Contents, Index, 
or other tabs to find out how to do a task in Windows. 

Run Starts a program or opens a folder when you type an 
MS-DOS command. 

Shut Down Shuts down or restarts your computer, or logs you off. 


Depending on your computer and the options you have chosen, you may 
see additional items on your menu. 
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BB See Also 

For more information about using 
the taskbar, 00K up “taskbar” in the 
Help Index. 


The taskbar 

Every time you start a program or 0 
that window appears on the taskbar, 
click the button for the win 
button disappears from the taskbar. 


pen a window, a button representing 
To switch between windows, just 
dow you want, When you close a window, its 


Bia) Pris nara Zur mA Clock 
rm) a 


Taskbar buttons aS Notification area 


Depending on what task you're working on, other indicators can appear 
in the notification area on the taskbar, such as a printer representing your 
print job or a battery representing power on your portable computer. At 
one end of the taskbar is the clock. To view or change settings, just 
double-click the clock or any of the indicators. 
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Starting and Quitting a Program 
You can use the Start button to start any program you want to use, such 
as your Word processor or a favorite game, 


To start a program 


v I cickthe Start button, and then point to Programs. 
« 2 Point tothe folder, 


ye such as Accessories, 
UF that contains the 

4 program, and then 
TIP e click the program. 
You can add a program to the 5 : 
top of the Start menu by is 
dragging its icon onto the p= 
Start button. ; 

Anew button for the program appears on the taskbar, 
HH See Also 


For more information about 
customizing the Start menu, look 
up “adding, programs to the Start 
menu’ in the Help Index. 
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BD See Also 

For information about customizing 
the Programs menu, look up f 
“Ffograms menu” in the Hel 
Index. 


What appears when you click Programs? 

The programs and folders you see when you point to Programs 

come from several places: 

+ When you set up Windows, you see several programs, such as 
Windows Explorer and MS-DOS Prompt, and several folders 
on the Programs menu. Each folder contains programs that are 
grouped together for easy access. 

+ Windows also includes the StartUp folder, in which you can 
put programs you want to start automatically when you start 
Windows. For more information, see “Using Windows 
Efficiently” in Chapter 2, “Beyond the Basics.” 

+ When you install new programs on your computer, you may 
see additional folders. 

+ If you upgraded from a previous version of Windows, your old 
program groups appear as folders, 


To quit a program 


v Click the Close button in the upper-right 
comer of the window. 
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You can run as many programs as you want at the same time. Windows 
makes it easy to switch between programs or windows. 


————<—<$—$—$————$—————————— 


To switch between programs 
v Click the taskbar button for the program you want. 


16m 


The program appears in 
front of the other windows. 


fh fH Yew foot Fmt Dep 


ey Oeil aia) al sdalel| a 
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B® See Also 

For more information about running 
programs, look up “running 
programs’ in the Help Index. 
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Opening a Document 


There are several W 
describes two methods. You can: 


ays to open documents in Windows. This section 


+ Open your document {rom within the program you used to create it, 


+ Use the Documents command on the Start menu to open a document 
you've opened recently. 


You can also: 

+ Use the Find command on the Start menu to locate the document. For 
more information, see “Finding Something on Your Computer” later 
in this chapter. 

. Double-click a document icon in My Computer. 

———— EE 


To open a document from within a program 


ia 4 1 onthe File menu, click Open. 


it folder, click the 
ext to the Look In 
dthen click the disk 


if 
COX, a 


that contains the folder. 


4 3 Click the folder that contains 
the document you want to 
open, and then click Open. 
You may have to scroll to 
see more folders. 


Continued on next page A 
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Opening a Document 
There are several ways to open documents in Windows, This section 
describes two methods, You can: 


© Open your document from within the program you used to create it, 

© Use the Documents command on the Start menu to open a document 
you've opened recently, 

You can also: 


+ Use the Find command on the Start menu to locate the document, For 
more information, see “Finding Something on Your Computer” later 
in this chapter. 


+ Double-click a document icon in My Computer. 


To open a document from within a program 


; ii TM) 4 1 onthe File menu, cick Coen 


- ¢ 


42 To open a document in a 
different folder, click the 
arrow next to the Look In 
box, and then click the disk 
that contains the folder, 


i i eee ee i 

eee “3 Cickthe folder that contains 

a the document you want to 
a: av Open, and then click Open, 
3. You may have to Scroll to 
3 See more folders, 


Continued on next page 
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Hl See Also 

For information about documents. 
look up “documents” in the Helo 
Inciex 


4 4 Click the document you 
want to open, and then 
click Open. 


You can also open documents from the Documents menu, where many 
programs save a list of recently opened documents. 


To open a document by using the Documents menu 


4 1 Cickthe Stan button, and 
then point to Documents. 


« 2 Click the name of the 
document you want to open. 


vy The document opens, and a button for 
the document aopears on the taskbar. 


Giset| [lee ooe Weed ' 
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Getting Help 
Online Help is essential to learning and using Windows. There are two 
Kinds of Help: Help about a specific procedure and Help that gives you 
information about what you see on your screen. 
ee 
To get Help 


¢ Click the Start button, 
and then click Help. 


“ The list of Help topics appears. 


Stes |inae | Fry | 
You can use the tabs in Helo 
Ch cheek cha Open Oth erat mah ash i , -* 
olson a aairl ee to search for information in 
Several ways, 
re 


When you open Help by using the Start menu, 0 

sing ‘a . Or the Help menu ; 
Computer or Windows Explorer, you see Help for Windows : a 
If you use the Help menu in a program, such as WordPad oe 
Microsoft Word, the Help you see is for that Program. al: 
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To find Help through the Contents 


¥ Click the Contents tab to find topics grouped by subject, 
and then follow the instructions on your screen. 


TP 

Some Help topics contain green 
underlined text. You can click 
the green text to see a definition 
of the term. 


veg a bach gine 
pea deskig 


4 Toreturn to the list of topics, 
click Help Topics. 


To find Help through the Index 


v Click the Index tab to find specific topics listed alphabetically, 
and {hen follow the instructions on your screen. 


TIP 

To scroll through the Help Index, 
type the first few letters of the 
word you want to search for. The 
Index is arranged just like a 
book index. If you don't find the 
entry you want, try another 
entry. 


fa] = Je A To return to the list of topics, 
click Help Topics. 
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TIP 

You can also use your right 
mouse button to click an item 
on the sereen. Then click the 
What's This? command. 


DB See Also 

For more information about dialog 
boxes, see the Visual Glossary” 
appendy. 


Ee 
To find Help topics containing a word or phrase 


¥ Click the Find tab to find all the topics that 
contain a specific word of phrase, and then follow 
the instructions on your screen 


lp Lapa Wout Hts 


| 
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Utes poe cathy ao feral 


To get Help on a specific item 


¥ For information about an item in a dialog box, 
click 21, and then click the item, 


Eeigurd) som tne| sence] | 


aA Pop-up explanation appears. 
Click it to make it disappear. 
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Finding Something on Your Computer 


If you don’t know where a document or folder is, you can use the Find 
command to find and open it, 


To find something 
41 Click the Star buton, 
and then point to Find. 
3 «2 cick Files Or Folders. 
TP 
You can also use the Find 
command to search fora 
computer on the network. 


7 3 Clk the Named box, and then type the 
name of the file or folder you want to find, 


Coe eT 


F irctam piles 


>dn specify where to search, click the arrow 
next to the Look In box, or click Browse. 


> 5 To start the search, click Find Now. 
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Changing System Settings 


hye athe wav Wi Ie he ars 
Using Control Panel, you can change the way Windows looks and 


works, 


To change Windows settings 


4 1 Click the Star button, 
and then point to Settings. 


4 2 Click Contral Panel. 


TIP 

Some of the things you can use 
Control Panel for are changing 
your screen colors, installing or 
changing settings for hardware 
and software, and setting up or 
Changing settings fora network, uble-click an ieon to see the settings you can change, 


The icons that appear in Control 


Panel vary depending on the 
hardware and software installed 
on your computer. 
7 A wd @ 48 
Ls} 
OR teas Be 
r Tosee more Seltings, click the tabs at 
the top of the dialog box that appears, 
ict ie SKE 
jeveen Saver Arpesrce| Setegs| 
BB See Also oS 
For more informat 


features in the Helo Index 
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Starting a Program by Using the Run 
Command 


Ifyou know the name and path of the program you want to start, you can 
use the Run command to start it easily. 


To start a program or open a folder or document 


«l Click the Start button, and then click Run. 


vibe 


Bt 


TIPS 

If you aren't sure where the 
program is or how to specify the 
path, click the Browse button, 


You can also open a folder on 


your computer by typing its v 2 Typathe name ofthe program, folder, or 
name. If itis located on the document you want to cpan. Or click Browse 
network, type the path. to look for tha item. 


SS) iype le rama d apogar. fede, doored, od 
Weedon: wd) open ¢ kee you 


OK | _ tea Browse | 


You can click the down arrow 
to see commands you typed 
previously, 


When you use the Run command, you can often specify just the name of 
the program instead of the full path, The following page explains how to 
use paths. 
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Most filenames end with a 
Setter “extension” that tells 
Windows what kind of file itis, 
For example, a filename ending 
in exe is a program, and a 
filename ending in .txtis a 

text file. 


HB See Also 

ore information about 
S, 00K up “extensions 
filename’ in the Help Index 


For information about mapping 
Grive letters, see “Using the 


Network” in Chapter 3. ‘Introducing 


Nehworks, ” 


What Is a path? ~ 
A path is a more direet way (0 deseribe where a file, such as a 
document or program, is located on your computer or the network. 
It lists the drive, such as the hard disk, floppy disk, CD-ROM 
drive, or shared network folder, that contains the document. It also 
lists all the folders that you need to open to find the document, 


To specify the full path for a document, type the drive letter, 

followed by a colon (:) and backslash (\). Then list the folders in 

the order you open them. If there are more than one, separate the 
names by backslashes. Then type the filename. 

Windows 95 supports long filenames, which can contain up to 

250 characters. If you use long filenames, enclose the path in 

quotation marks. 

Here are some examples of paihs: 

+ To specify the lovation of the Readme file, which is located on 
drive C in the Windows folder, you would type: 
c:\windows\readme.txt 

«To specify the location of a document named Party List.doe, 
located in the Holiday folder, which is in the Social Events 
folder on drive C, you would type: 

“e:\social events\holiday\party list.doe" 

* To specify the location of a bitmap (drawing) named Canyon, 
which is located on the network ina shared folder named 
\\Pictures\Scenic, you could type: 
\pictures\scenic\eanyon.bmp 
Or, if the folder is mapped to drive D, you could type: 
d:\eanyon.bmp 
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Shutting Down Your Computer 


You need to shut down Windows before you turn off or restart your 
computer, That way you can be sure your work is saved to your hard 
disk, 


Caution To avoid damaging files, always shut down Windows before 

you tum off your computer, 
ee 
To quit Windows and shut down your computer 


<1 cick the Start button, and 
then click Shut Down. 
ad SD Gis ves | you forget 
to save changes to 
documents, Windows 
prompts you to save 
changes. 


> 3 Ascreen message lels you know when 
you can safely turn off your computer. 


For information about the other options in this dialog box, click the Help 
button. 


CHAPTER 2 


Beyond the Basics 


Now that you feel comfortable with the basics, use this 
chapter to explore the new ways Windows 95 makes it easy 
to manage files and folders and print your documents, 


Contents 

Seeing What's on Your Computer 20 
Organizing Files and Folders 24 
Working Within Documents 28 
Printing 32 
Installing Software 35 
Installing Hardware 36 
Using Windows Efficiently 37 
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Seeing What’s on Your Computer 


ive on your computer = your programs, 
~—are all accessible from one 

tart Windows, My Computer 
n, or desktop. 


In Windows 98, the things you hi 
documents, and data files, Lor example 
place called My Computer. When you firsts 
is located at the upper left of your Windows scree 


ee 
To see what's on your computer 


Bl —« Double-click My Computer. 


To use an item in My Computer, double-click the icon. The following list 
describes what happens when you double-click the various icons. 


Double-click 
this icon To see this 


The contents of a floppy disk in Your computer's 3,5-inch 
drive, if there is one. 


The contents of a floppy disk in your computer's 5.25-inch 
drive, if there is one. 


The contents of your computer's hard disk. 


The contents of a network drive, if your computer is 


connected to one. For more information, see Chapter 3, 
“Introducing Networks,” 


yo ) The contents of a compact dise in your computer's 
CD-ROM drive, if there is one. 
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Double-click 
this icon To do this 
rs] Change the settings for your computer. For more 
bekiPcal Information, see “Changing System Settings” in Chapter 1, 


“The Bastes.” 


re} Set up printers and view information about your printers 
and the documents you print, For more information, see 
“Printing” later in this chapter. 


When you double-click a disk-drive icon in My Computer, a window 
such as the following appears. 


This icon Represents 


| A folder, which can contain files and other folders. To keep 
things organized, your work is stored in folders, just as you 
might store it in your office or at home. Your directories 
appear as folders, 


| A shared folder. You share a folder so that other people on 
a network can use the folder’s contents. For more 
information, see Chapter 3, “Introducing Networks.” 


al A file, the basic unit of storage in Windows, The 
documents you use and create are tiles, and so are the 
programs you use, Different types of files may have 
different-looking icons, This standard (generic) icon is used 
When a file type does not have a specific icon associated 


with it. 
i] A document that was created with WordPad, a text editor 
a that ts included with Windows. 


You double-click these icons to see the contents of the folder or the 
information in the file, or to start a program. 
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TIPS 

Another way to open Windows 
Explorer is to use the right 
mouse button to click the My 
Computer icon. Then click 
Explore. 


To show or hide folders on the 
left side of the window, click the 
plus or minus sign beside the 
folder. 


Using Windows Explorer to see what's on your computer 


‘ay of seeing what's on your computer 18 (0 USE 
rl Oa Gee Windows Explorer gives you a view 
of your computer's contents a a hierarchy, or “tee.” You can 
casily see the contents of cach drive and folder on your computer, 
as well as of any network drives you are connected Lo. 


a ae ee 
To see the hierarchy of folders 


4 1 Click the Start button, point 


to Programs, and then click 
* Brscosree Windows Explorer. 
ug FY) Windgre Exphiset 
yas ee Sore IE!) 


an The right side of the window 
displays the contents of the 
item you click on the left. 


~ Your disk drives and folders appear here. 


You can open a document or start a program by double-clicking its icon 
in the right side of the window. ‘ 


You can look at the contents of your computer in different ways by using 
the View menu, as shown on the following page. 
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TIP 

You can also press BACKSPACE to 
see the previous folder, whether 
or not the toolbar is visible. 


HM See Also 
For more information about 
toolbars, see the “Visual Glossary 


appendix. 


a 


To change how icons are displayed 


¥ Onthe View menu, click the Small Icons, List, 
or Details command, 


This is the Large Icons view. 


Ooplysia — Avangeloos > 
tee ipleeny _ 


As you use My Computer, you may want to open the folder that contains 
the folder you're looking at, 


a a ee 


To display the previous folder 


4 1 If the toolbar is not 
visible, click View, and 
then click Toolbar. 


a 


Showsah — Arnangafeuns » 


ee ee 


i ex! <2 on the toolbar, click the 


Be Ea Yew Heb Up One Level button. 


The toolbar contains buttons 
for common tasks, 
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-ganizing Files and Folders 
Organizing Files and Folders 
This section details some basic procedures for organizing 
on your computer so it is easier to work with, The following procedures 
use My Computer, You can also use Windows Explorer to do these 


izing the information 


tasks, 


To move or copy a file or folder 


3 4 1 Double-click My Computer. Find the file or folder 
you want to move or copy, and then click it 


4 2 Click Edi. 
+ To move the file, click 
Cut. 


« To make a copy of the 


ee 

TIPS 

A quick way to move and copy 
files and folders is to use your 
right mouse button. For more 
information, see “Using 
Windows Efficiently” later 

in this chapter. 


You can copy a portion of text 
and place it as a “scrap” ina 
folder or on the desktop, For 
more information, look up “part 
of a document” in the Help 


43 Open the folder w 
you want to place the file, 
click Edit, and then click 
Paste. 


Index. 


BB See Also 

For information about finding fies. 
see Finding Something on Your 
Computer’ in Chapter 1, “The 
Basics.” 


For related topics, !oak up “files” in 
the Help Index. 
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To delete a file or folder 


al 4 1 Double-click My Computer. Find the fle or folder 
-* you want lo delete, and then click it. 


My Computer 


42 onthe file menu, 
click Delete. 


* 


\ i te ie “Yor ith 
ef ole) vine! 


TP 

A quick way to delete a file is to 
drag it to the Recycle Bin on the 
desktop. For more information 
about dragging files, see “Using 
Windows Efficiently” later in this 
chapler. 


What happens to deleted files? 

‘The files you delete are put in the Recycle Bin, a holding place for 
files you no longer need. They are not actually removed from your 
hard disk until you “empty” the Recycle Bin. 


This means you can retrieve files you deleted in error, if you have 
not already removed them from the Recycle Bin. However, this 
also means that if you want to free up disk space, you must empty 
the Recycle Bin periodically. For more information, look up 
“Recycle Bin” in the Help Index. 


If you delete a file at the command prompt or from a floppy disk, 
it does not go into the Recycle Bin. 
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To create a new folder 


§) 4 1 Double-click My Computer, and then double-click the disk 

hi) bane dhive or folder in which you want to place the new folder. 

) Computer 

« 2 onthe File menu, 
point to New, and 
then click Folder. 


43 Type the name of the 
new folder, and then 
press ENTER. 
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Tip 

Another way to copy files is to 
use your right mouse button. 
For more information, see 
“Using Windows Efficiently” 
later in this chapter, 


When you want to copy files or folders from your hard disk to a floppy 
disk, the easiest way is to tse My Computer, 


To copy a file to a floppy disk 


43 «| Double-click My Computer. Find the fila or 


\ 


MyCo pis folder you want to copy, and then click it, 


42 Onthe File menu, 
point to Send To, and 
then click the drive 
where you want to 
copy the file or folder. 


sd =) Di Florey (A) 
©) 5h Floppy 8) 


Selecting multiple items 

You can select multiple items by pressing and holding down the 
CTRL key as you click each item you want, or by clicking Select 
Allon the Edit menu to select every item in the window. 
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Working Within Documents 


Windows, F 
Help within the program. 


This section provides some basics of working within documents in 
or information specific to the program | you're running, use 


Copying, Moving, and Deleting Information 


TIP 
After you select information, try 
using your right mouse button 
to click it. A menu appears, 
containing commands you 
can use to format or edit the 
selection. 


BD See Also 


Car mara pinrmahan ch 


FOF MOFe ini 


thom 


As you work, you often need to copy and move information — from one 


document to another, or from one place to another ¥ ithin a document, 
At times you also need to delete information. 


Selecting information in a document 

Before you edit information, you usually must select (highlight) it 
Place the mouse pointer where you want to start selecting. T 
press and hold down the mouse button, and drag the poi 
where you want the selection to end. Then release the mouse 
button. 


To copy or move information 
v I Select the information, 


es Bis El 


«2 Chex Edt, 
+ To leave the information where it is and 
Insert a copy of it somewhere else, click 
Copy. 
+ To delete the information and insert it 
somewhere else, click Cut, 


Continued on next page Ya 
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v 3 In the document where you want to insert the inlormation, 
click the place where you want it to appear. 


{le [a Ye pot Fae fine 


halal ka) aloe | af) 


Te 
: JE letteo<Waded | ad On the Edit menu, click Paste, 


You can a!so move or copy Ela BOY View from pee te 
_ be 


information between different 
programs, such as between 
Paint and a WordPad document. 
For more information, look up 
“pasting, information from 
another document” in the Help 
Index, Tats ta Wend 


fis (2 Yow frat Fa sb 


Oso) BB) wbpdeley ap 


The new information appears 
in the document. 


BB See As 


Lee rf formation about ogening 


For information about finding a 
re 


file. see Finding Somet 


Your Computer’ in Chapter 1 
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Saving Your Work 


TIP 

You can also use this procedure 
to copy a file and give ita new 
name and/or location. 


To save the changes you made to an existing document or the work 
you've done in anew document, you need to save the document. 


——$—— 


To save changes to an existing document 


¥ Onthe File menu, click Save. 


Fie FT 
few 
Doen 

i Save 
¢ 


To save a new document 


Pe ; 3 
Sow 1 onthe File menu, 
ani click Save As 


la 
Pict Preyiew 


Page 


_ To MPibie\Leter to} dee 


La Sae Se 
IVE J Sole al 
Dine 
> Nh Sonoma ear = 
| c= ee = a2 Type a name in the 


File Name box. 


Continued on next page “ 
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Tir 
To save a file in the folder one 
level above, click the Up One 


Level button to the right of the 
Save In box. 


«31 change the file type, 
click the arrow next to Save 
As Typa, and then click the 
type you want. 


«4 Tosavetoa diferent dive 
and/or folder, open the 
Save In list, click the drive 
you want, and then 
double-click the folder. 


45 Click Save. 
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Printing 
Windows 95 offers significant improvements to printing — in particular, 
to the way vou set up a printer to print trom Windows, This section 
covers the basics of printer setup and printing, Additional printing 


topics are covered in Help, 


Setting Up a Printer | 
Setting up your printer is easy and fast, thanks to the Add Printer wizard, 
a step-by-step printer setup program. 


Note Before you begin, make sure your printer is correctly connected to 
your computer and that you know the make and model of the printer. If 
you're planning to use a shared printer over the network, you may also 
need to know the path to it (for example, \Accounting\Printer] might 
be the path to a network printer). Or you can browse for the printer in 
Network Neighborhood and then double-click its icon to set it up. 


To set up a printer for use with Windows 


4 1 Click the Start button, point to 
Satiings, and then click Printers. 


TIP 

If any printers are already set up, 
their icons appear in the Printers 
folder. These printers are ready 
for yc U to use. 


4 2 Double-click Add Printer 


HD See Also 

or information about Network 
Neighborhood. see Chapter 3, 
Introcucing Networks.” 


Continued on next page 7 


For more information about paths, 
s6e “Starting a Program by Using 
the Bun Command,” in Chapter 1, 
The Basics.” 
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‘ 3 Follow the instructions 


Ye sai oe te aay ard eae etal pay 


we On your screen, 
Veta viding yaa pont let Whee 


~f x 
& 


Th 
it 


7) 


ou Can use these same steps to 

sei up a shared network printer. 

Justclick Network Printer when =v When you finish, the icon for yOur printer appears in the Printers folder 

the wizard prompts you. Your ornte is ready for you to use. lt you set up both local and shared 
Network printers, notice that the icons are different, 


2. oo 


fle Edt Yew Heb 


JI & 


Network printer 


+ Local printer 


You can double-click the printer icon in the Printers folder to see the 
documents that are printing or Waiting to print, and to manage printing, 
For example, you can pause or cancel the printing of one or more 
documents, 


phon qa 


Ml See Also 

For more information about 
Printing, 100k up “printing” in th 
Help index. 
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Printing a Document 


After you have set up a printer, you can easily print y 
ee 


our documents. 


————— 


To print a document 


¥ Ifthe document is open, click File, and then click Print. 


of the tollowing people: 7 


An easy way to print is to drag the icon for your document onto a printer 
shortcut icon on the desktop. For information about creating shortcuts, 
see “Putting a Shortcut on the Desktop” later in this chapter. 


Troubleshooting Printing Problems 
If you have trouble printing in Windows, you can use the printing 
troubleshooter included in Help. The troubleshooter helps with problems 
such as your documents printing incorrectly or not at all. For more 
information, look up “print troubleshooting” in the Help Index. 
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Installing Software 


Windows provides a quick way to set Up new programs on your 
computer, 


To install programs 


4 1 Click the Start button, point 
to Settings, and then click 
Control Panel. 


TP 

You can add or remove 
components of Windows by 
clicking the Windows Setup tab 
in the Add Remove Programs 
window. 


SEE) < 2 double-cickAddRemove 


& mR @ 3) ri Programs, 


= 43 Follow the instructions 


on your screen. 
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Installing Hardware 


Windows can help you set up new hardware, such as a sound card, on 


Your system, 


Note Ifyou haven't already inserted your hardware card in your 
computer, you should do so before starting this procedure. You should 
tum off and unplug your computer before taking the cover off. For more 
information, see your hardware documentation, 


To install hardware 


4] Click the Start button, point 
to Settings, and then click 
Control Panel. 


«2 Double-click Add 
New Hardware 


43 Fallow the instructions on 
your screen. 
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Using Windows Efficiently 


Windows provides some special features to speed up the way you work, 
In adihition (0 the button on the left side of the mouse, NOW You can use 
the Nght mouse button to access and move information faster or to create 
shoticuts to documents, programs, and other items, 


Copying and Moving Files Quickly 
There are two ways of using the right mouse button to copy or move files 
quickly: by using menu commands and by dragging, 


To move or copy by using the right mouse button 


f 
v | Use the right mouse button to click Dee 
2 you want to move orcopy. ( 


| « 2 To move the fle, click Cut. To 
we copy the file, click Copy. 


TIPS 

You can quickly copy a file to 2 
floppy disk by clicking Send To 
afler you use your right mouse 
button to click the file icon. 


When you use the right mouse 
button to click various items in 
Windows, shortcut menus 
2ppear that contain many useful 
commands. 


1 @ button 
empty part of 


4 4 Click Paste. 


B® See Also 


For informatan chats 
FOr information about us 


mouse, 


appendix 
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You can also move or copy a file 
by dragging it using the left 
mouse button. Dragging a file 
between two folders on the 
same drive moves the file. 
Dragging a file between different 
drives copies it instead. 


Sometimes the quickest way fo move and copy information ts to drag it 
from one place to another by using your mouse, You can move or copy 


files and folders to another folder or disk drive. 
__. 1 s _=  el 
To move or copy by dragging 

Al 4 | In Windows Explorer, open 


Laren d Prer the folder that contains the 
Bic file you want to move of copy. 


fie La Yew Jie Hee 
Ahan 


|] PULOULLULUCes 


4 2. Use the right mouse button to 
drag the file to the ‘older 
where you want to move or 
copy it. Then release the 
mouse button. 4 

Dit 


, 


43 Click Move Hate or 
Copy Here. 


(aga trees Moss 


Cred 
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Putting a Shortcut on the Desktop 


TIPS 

You can put a shortcut in any 
folder, in addition to on the 
desktop. 


When you delete a shortcut, the 
original file is not deleted. If you 
delete the file, the shortcut is not 
deleted automatically, 


BI See Also 

For information about finding fies, 
Séé Finding Something on Your 
Computer’ in Chanter 1, “The 
Basics.” 


Shortcuts provide easy access to the documents and programs you use 
Most olten, For example, suppose you keep track of your activities in a 
document called Daily Log, You ean place a shortcut to Daily Log on the 
Windows desktop. 


You can then open the document without having to find it first, by 
double-clicking the shortcut icon. A shortcut does not change a file's 
location; it just lets you open the file quickly. You can create a shortcut 
to any object, including folders, disk drives, other computers, or printers. 


ie 
To put a shortcut on the desktop 


vin My Computer or Windows Explorer, 
locate the item you want easy access to. 


4 2 Use the right mouse 
button to drag the item to 
the desktop. Then release 
the mouse button. 


6) 


<3 Click Create 
Shortcut(s) Here. 


The shortcut appears on your desktop. 
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Keeping Programs Handy 

You can get to work more quickly if the progrants you use most often are 
reudily available, 
a program start automatically when 


Kor example, you might want have 
a shortcut to the program in 


you start Windows. ‘To do this, you create 
your StartUp folder, 


To set up a program to start when Windows starts 


LEUECLLLLULL 


jon 


Coan suton mba veited tema, 


lick Create Shortcut. 
shortcut icon appears. 


«3 Glick the plus signs next 
to the Windows folder, 
the Start Menu folder, 
and then the Programs 
folder. 


Continued on next page A 
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You can sel up the program to 

zed instead of ina 

wadow. For information, look 

inimized windows” in the 
telp Index. 
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af Drag the shortcut icon 
to the StartUp folder, 
and then release the 
mouse button. 


The program appears 
in he StartUp folder 
and will start each time 
you start Windows. 


More ways to keep programs handy 


* You can drag a program icon onto the Start button from My 
Computer or Windows Explorer. The icon will then appear at 


the top of the Start menu. 


* You can add programs to any of the folders on the Programs 
Menu, or create a new folder, For more information, look up 
“Progruns menu” in the Help Index. 


+ Ifyou want a program or document to be instantly available, 
you can place a shortcut fo it on the Windows desktop. For 
more information, see “Putting a Shortcut on the Desktop” 


earlier in this chapter. 


CHAPTER 
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Introducing 
Networks 


When you're ready to go beyond the computer on your desk, 
use this chapter to learn the basics of working on a network. 
You will learn how to set up your computer to use a network 
and how you and your co-workers can share documents, 
programs, and printers to work more efficiently. 


o 


Contents 

Using the Network 44 

Setting Up Your Computer to Use a Network 46 
Sharing Your Folders or Printers 50 

Using Resources Located on Other Computers 55 
Connecting 'o the Internet 58 
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Using the Network 


A network is MLOuT ( Por i] ers Conmecled fo eden ther or tog a 
ih hisa pul yeacl 

tT il server so they cat shi re PESOrees such as documents and 
ue 1\ I \ OTT 


printers. 


Your connection to a network can change the way you work: 

* You can use programs and documents trom another computer without 
passing floppy disks back and forth. 

* You can print documents on a printer attached to another computer, 
OF Use another computer's fax modem, just us if they were connected 
to your computer. 

+ You can gain access to the Internet. 

* You may also be able to send and receive Messages by using 
electronic mail, of connect to your \ work computer from home. 
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Introducing the Network Neighborhood 


If your computer is set up to use a network, the Network Neighborhood 
ICON Appears on the desktop, 


al 
48 


When you double-click Network Neighborhood, you might see the 
computers in your workgroup or any NetWare servers you are connected 
to. Generally, your workgroup has been set up by an administrator so 
that the computers in it contain most of the resources you want to use, 


You can see other computers on the network — those not in your 
workgroup — by double-clicking the Entire Network icon, which 
appears in Network Neighborhood. 


wD 
2 


If Sour computer is not set up to use a network, read the following 
} Pp g 


section. 
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Setting Up Your Computer to Use a Network 


TIPS 

You can also double-click 
Network in Control Panel to 
add or delete network 
components and change 
settings for components that 
were previously installed. 


You can connect to your office 
computer and the network it is 
on from your home or on the 
road. For more information, see 
“Using Dial-Up Networking” later 
in this chapter. 


There are two major steps in selling up a network: setting up your 


hardware and setting up your software, 


Note Your computer may already be set up to use a network, It 
Windows prompts you fora network password at startup, and if the 
Network Neighborhood icon appears on the Windows desktop, your 
network is already set up and you can skip this section, 


Before setting up the software, be sure your network hardware is 
correctly installed. This includes the network adapter (network card 
or other device) and cables. 


To set up network software 


Continued on next page A 
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HH See Also 


For Help on an item in a dialog box, 


Click tne question-mark button in 
the upper-right corner. and then 
click the item. 


a7 


stein | artesen essa te 
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43 cickAdd 


44 cick Adapter, and 
then click Add. 


> 5 Follow the instructions on your screen. If you don't know what kind 
of adapter you have, check the documentation that came with it. 


When you set up a network adapter, Windows automatically sets up 
the other network components you need to use the network. 


See the following page for descriptions of the network components. 
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BB See Also 


5 
For mora information about 


or Printers’ later in this chapter. 


What are the network components? 


+ Client software enables you to connect to network resources 


suelvas folders and printers that have been shared on 


computers on the network, 

With Client for NetWare Networks, you can connect to 
Novello NetWare servers. With Client for Microsoft 
Networks, you can use resources shared on computers, 
ninning Microsoft Windows 95, Windows for Workgroups, 
Windows NT™, LAN Manager, and on other Microsoft- 
compatible computers. 

+ Anetwork adapter is an expansion card or other device that 
physically connects your computer to the network. 

+ A protocol might be called the language your computer uses 
when communicating over the network. Several protocols are 
available. Two computers must use the same protocol to 
communicate with each other, 

+ Service software includes services such as file and printer 
sharing for your computer or automatic backup to a network 
server. 


Identifying your computer on the network 

Alter setting up network software, you need to give Windows some 
information to identify your computer on the network. For example, your 
network administrator may have assigned your computer to a W orkgroup 
of computers. These are likely to contain most of the resources you will 
want 10 use. 


You identify your computer by using the procedure on the next page. 


a _ Chapter 3 Introducing Networks 49 


MM See Also 


To identify your computer on the network 


vit the Network dialog box, click the 
ldentiication tab. 


v2 Type a. name for your computer, your workgroup name, and 
4 brief description of your system that other people will see 
When they look at your computer on the network, 
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Sharing Your Folders or Printers 


ES See Also 

For information about instal ing fig 

ana print sharing, look up “enabling 
file and printer sharing’ in the Hep 
Index. 


Hy you installed file and printer services for Microsoft Networks or 
NeWare Networks, you can share your documents and any printers 
attached to your computer with other people on the network. To share 
documents, you share the folder they are in, 


Giving permission to use your shared resources 
There are two ways to grant people access to the folders and 
printers you share over the network: 


+ Share-level access control — Anyone wanting to use the shared 
resource must know the password you have assigned to it. 


+ User-level access control - As you share a resource, you 
specify the names of people or groups who are authorized to 
use it. If you choose this type of access, you need to specify 
the computer or domain where the list of authorized users is 
located. 


Windows automatically assigns a permission setting when you set 
up to share resources. For information about choosing a different 
type of permission, look up “access to your computer” in the Help 
Index. 
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Note The dialog box vou use to share 
ditterently depending on what kind ot 
following illustration shows sharing w 


a folder or printer appears 

ecess control you use, The 

ith user-level access control, 

Os re 
wt tors) 


The following shows the same dialog box with share-level access 
control. 


: . 
The following procedures show share-level access control. 
To share a folder 
oe ‘ (.olal] « | Locate the folder you want 
Te Gm Yow Ho 7 | ] s {o share, and then click it 
] . a 
att . bd ~ | 


TIPS 

You can also share an entire 
disk drive by using this 
procedure. Instead of clicking 
afolder, click a drive icon. js Wit Sxl] « 2 onthe File menu, cick 
- sf Sharing. (If sharing is 
Not on the menu, you 
need to install file and 
printer sharing.) 


You may be able to use your 
shared resources froma 
computer at home or on the 
road. For information, see 
“Using Dial-Up Networking” 
later in this chapter, 


=I = a) 2 Ang 
a: * J Click the options you want. 


Pasco Permeat [lao 
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41 clckthe Start bulton, point fo 
Settings, and then click Printers, 


} 
1 


4 2 In the Printers window, click the 
printer you want to share, 


<3 Onthe File menu, click Sharing. 


Corse Shatet 
Delete 
Ferane 

I. Prpeter _ 


Continued on next page 
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4 4 Click the options you wan, 
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Note The tabs that appear in the printer properties dialog box will vary 
depending on the type of printer you have. 
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Using Resources Located on Other 


Computers 


Y 

IPS 

ifthe computer is not in your 
workgroup, double-click Entire 
Network, 


~ 


You can also create a shortcut 
to a network resource. For 
information about shortcuts, 
see “Putting a Shortcut on the 
Desktop” in Chapter 2, “Beyond 
the Basics.” 


You can use the Find and Run 
commands on the Start menu 

to find network resources. For 
more information, see Chapter 1, 
“The Basics.” 


Working with a tile or folder located on another computer is much like 
working with those on your own computer, To use resources someone 
hay shared on the network, you open the folder that contains them, 


To use a shared folder 


al 
Sal a] Double-click Network Neighborhood. 


20 


ouble-click the icon for the computer 
{nat contains the folder you want. 


v 


3 5} 5} 5} 5 | 
4 


‘ | «3 Double-click the folder that contains 
ss the document or program you want. 


To use a printer that has been shared on the network, you need to set up 
the printer on your computer, For information, see “Setting Up a Printer” 
in Chapter 2, “Beyond the Basics.” 


Mapping a drive letter to a network resource 

If you need to connect often to the same shared folder, you may 
want to assign a drive letter to it = such as drive K or S. Then 

you can just switch to that drive in My Computer or Windows 

Explorer when you want to use the resource. 


To learn how to map a drive letter to a network resource, look up 
“mapping, drive letters” in the Help Index. 
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Using Dial-Up Networking 


TP 


You can also connect computers 
by using a serial or parallel 
cable. For more information, 
look up “Direct Cable 
Connection” in the Help Index. 


WB See Also 


FRO fh eo 
nore in'ormation, look up “Dial- 


p 
g inthe Help Index 


For information 20 
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Whether you're al home or on the road, you can use Dial-Up 
Networking to connect to your office computer and the network itis 
on, By using a moder and dialing in to the computer, you can use any 


shared resource, stich as a folder or printer, on the computer or network. 


To connect (wo computers In this way, they must both have modems 
installed, You must also set up Dial-Up Networking on both computery, 


and the computer you want lo dial into must be set up as a server, 


If there is no icon for Dial-Up Networking in the My Computer window, 
you can use the following procedure to install it, 


To set up Dial-Up Networking 


4 1 Click the Stan button, point 
to Settings, and then click 
Control Panel. 


«2 Double-click Add Remove 
Programs. 


Continued on next page A 
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4 3 chek the Windows Setup 
tab, click Communications, 
and then click Details. 


ver setting up Dial-Up 
Networking on the computer 
you will dial into, be sure to 
share the folders you will be 


using. 


cia pli "<A cick the DiaLUp Networking 


rograms to install other fess chien The check box, and then click OK. 
Windows accessories that may pee szebn ess Click OK again, and follow the 
not have been installed when Bes ory instructions on your screen, 
you first set up Windows, re 


“etl 4 5 Double-cick 
j of sis} 2)e) | xlel Fr My Computer, 
5 ff xa) | 4 and then double-click 
: sed : Dial-Up Networking, 


+ 6 Follow the instructions 
on your screen. 
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Connecting to the Internet 


The Internet is a tich online source 
andl diseussion groups to electronic mail 
ormation, Windows provides two wilys to connect to the Intemet: 


of information, from bulletin boards 
and up-to-date news 


int 


+ Usine The Microsoft Network, anew online service, you can gain 
access to Internet news groups, dow nload software, and send and 
receive e-mail over the Internet. To sign up for The Microsoft 
Network, double-click the icon for The Microsoft Network on 
your desktop. 

+ Using Dial-Up Networking, you can connect t0 the Internet through 
an Internet access provider or a direct server connection. Then, you 
can use ftp and Telnet (browsing utilities that come ith Windows) 
to connect to Various Intemet sites. Or you can use other Windows- 
based programs to browse the World Wide Web (WWW). These 
programs are available from various fip sites or from software 
vendors. 


More network features 
Here are some other things you may be able to do when you're 
connected to a network: 


+ Use electronic mail - For more infsrmation, look up 
“Microsoft Exchange” in the Help Index. 
+ Create a shortcut to a network resource — For more 
information about shortcuts, see “Putting a Shortcut on 
the Desktop” in Chapter 2, “Beyond the Basics.” 
* Use the Run command to connect to a network resouree — For 
eu See Also more information, see “Starting a Program by Using the Run 
ms Command,” in Chapter 1, “The Basics." 
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Look here to discover some of the exciting things to do in 
Microsoft Windows 95, To learn more about a Windows 
feature, look up the topic in Help and you'll be ready to try 
something new. 


If you find that a component described here is not available 
on your computer, see the last section in this chapter. 
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Having Fun 


When vou're not working, Vou Gul play games OF customize the Way 
Windows looks, Here are only some of the fun things you can do, 


Explore sound and animation 

Windows provides many multimedia features. You can use CD Player ty 
play audio compact dises, Sound Recorder to play or record sounds, o 
Media Player to view animations. 
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Play games 


If you're looking fora fun challenge 
|) Windows - for example, Solitai 
of all time. 


@, try the games that come with 
aire, one of the most popular card games 
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Set up a screen saver 


Seren savers can save Wear and te 
Work when you're aw 
come with Windows, 


PON your screen and protect your 
ay from your computer, Several screen savers 


VAAL 


+ Flying Windows screen saver 


Change the appearance of Windows 


&sy You can personalize Windows with pictures, patterns, and colors by 


using Control Panel. You can display pictures or patterns as “wallpaper” 
tor Windows, of use your own scanned photos. You can also change 
your Windows colors to an existing scheme, or create your own. 


Pitter ; 2PM 


ME See Also + Zigzag wallpaper 
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Maintaining Your System 
Windows provides tools that you should use regularly to maintai 
hand disk. Look tor these tools inthe System Tools folder, weve 


located in the Accessortes folder, 


Back up the information on your disk 


| Backing up your files safeguards thern against loss if your hard disk fa 
= 4 c SN TANS, 


39] or you accidentally overwrite or delete data. 
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Check and repair your disk by using ScanDisk 


ScanDis 
(8) “ay ae check the files and folders on your hard disk for data 
ican also check the physical surtace of the disk. 
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Optimizing Your Computer 


Wiadows includes several features to improve your computer's 
performance. Look for these tools in the System Tools folder, which 
is located in the Accessories folder, 


Increase disk space by compressing data 


oe 
or) 


You can free up space on hard and floppy disks by using DriveSpace 
to compress the data that is on them. If your drive is uncompressed, 
compressing it will generally give you 50 to 100 percent more free 
space. 
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Defragment your disk 


Over time, files can become divided into fragments that are stored in 
different locations on your hard disk. These files are complete when you 
open them, but it takes longer for your computer to read from and write 
to them. To defragment your files and speed up performance, use Disk 
Detragmenter. 


| Dehibgmenting Dive C es 1) 
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Communicating with the World 


Windows provides several ways for you to communicate with 
coworkers and friends and with the rest of the world, 


Share information by using electronic mail 
fale Microsoft Exchange features a universal Inbox where you can send 
es i and receive electronic mail, and organize, access, and share all types of 
information, including faxes and items from online services, 


GAL lo 


Send and receive faxes 
CO You can use Microsoft Fax to send and receive fax mesg iges. All you 


need is a fax modem you can access on a network or one attached to your 
own computer. Incoming faxes appear as messages in your Microsoft 
Exchange Inbox. Microsoft Fax comes with a Cover Page Editor 


(including several sample cover pages) and a Fax Viewer for viewing 
faxes that cannot be edited, 


Fat Covet Paps Lite 
i Fyne teed Heb 
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Connect to other computers 


You can use HyperTerminal and a modem to connect to a remote 
computer that is not running Windows. This enables you to easily 
connect to bulletin boards, host systems, or text-based online services. 
HyperTerminal even configures your modem for you and enables you 
to dial automatically. 


& Ebnelt New Budain Bod 


Prove rurter YESIND 


Explore the online world 


BW See Also 
F é information abo 


HyperTerminal, ook up 


“HyperTerminal’ in the Helo Index. 


formation about The 
Microsoft Network, look up 
Microso‘t Network’ in the Helo 
Index. 


For more i 


Windows 95 also features access to a new online service: The Microsoft 
Network. Using it, you can exchange messages with people around the 
world; read the latest news, sports, weather, and financial information; 
find answers to your technical questions; download from a collection of 
thousands of useful programs; connect to the Internet; and more! 
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Making Your Work Mobile 


Windows provides some special programs that make taking your Work 


with you easy and convenient. 


Update files on two computers 


=A_, Sometimes you might work on the same document both at home and at 


aI oe 
| work, or use a laptop computer when you travel. Now it’s easy to keep 
multiple versions of a file in sync with each other. Just use Briefcase 


You can use Briefcase whether your computers are connected by a cable 
or you use floppy disks to transfer information. 


Connect two computers by using your modem 


With Dial-Up Networki 
ESD oo fe tp Networking, you can use shared information on another 
ia a i you're not on a network. For example, you can connect 
For more Neha computers, and gain access to your office network. 
ation, see “Using Dial-Up Networking” i 
Introducing Networks.” 8 p Networking” in Chapter 3, 


Chapter4 The Possibilities 67 


Using Other Programs 


This section describes two programs that can help you get your work 
done. To see more, point to Programs on the Start menu, and then point 
to Accessories, For more information, use the Help menu in each 
program. 


Create pictures by using Paint 


You can create, edit, or view pictures by using Paint. You can paste 
pictures into other documents you've created, use them for your desktop 
background, view photos that you have scanned, and more! 


Write by using WordPad 


Windows includes a new text editor that you can use to work on short 

(# documents. Among its features are a toolbar for quick access to common 
tasks, a format bar with buttons for quickly formatting text, and a full 
range of fonts for you to select from. 


Be Ea Yew Incet Format Help 
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See Also 

For more information about Paint, 
Click the Halo menu in Paint 

For more information about 


WordPad. click the Hela menu 
in WordPad. 


68 Introgucing MICFOSON WiNdOlWs vo 


If a Windows Component Isn’t Available 


See Also 


You may find that a Windows component described in this chapter isn’t 

available on your computer. In most cases, you can install the component 
from your Windows Setup disks. For information on how to do this, Jook 
up “installing, Windows components” in the Help Index. 


If you don’t see the component listed in the Add/Remove Programs 
dialog box, it may be one that is included only with the CD version 
of Windows. In this case, you can download the component froma 
download service, such as CompuServe», The Microsoft Network, 
the Microsoft Download Service, or the Internet. 


Alternatively, you can order a set of fulfillment disks that has the 
component. If you acquired Windows 95 as a retail product, you can 
order fulfillment disks by sending in the coupon at the back of this book, 
If Windows came with your new PC, or if the title page of this book 
reads “For distribution only with a new PC,” contact your PC 
manufacturer for more information and support. 
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Visual Glossary 


This section explains some terms and basic actions you will encounter in 
Microsoft Windows 95 and in the Windows documentation. 


Using a mouse 

A mouse or other pointing device works on the principle that first you 
place your mouse pointer on (point to) something on your screen, and 
then you click with a mouse button to perform an action on that item. 


Note Windows documentation assumes you have a mouse and are right- 
handed; if you are left-handed, you can switch left and right mouse 
buttons. For information, look up “switching, mouse buttons” in the Help 
Index. Also, if you use a pen device, a mouse “click” corresponds to a 
pen “tap.” 


As you move your mouse on @ fiat surface, the pointer moves on your 
screen. If you run out of room, pick up the mouse and place it in another 
Spot. 


To point, move the mouse until the tip of the pointer is over the item or 
area you Want to point to. Then you can do the following: 


* Click 
Action Description 
ab Click: Press and release the left mouse button once. 


Double-click: Quickly press and release the left mouse 


g 
4 button twice. 


Click with the right mouse button: Press and release the 
right mouse button once. A shortcut menu appears. 
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* Drag 


To move an item to another location, first point to it. Press and hold 
down the left or right mouse button, and point to where you want the 
object: then release the mouse button. You also drag to select text or 
other information in a window. For more information, look up “drag 
and drop” in the Help Index. 


Using the taskbar 

The taskbar, located at the bottom of your screen when you first start 
Windows, contains the Start button. To move the taskbar to a different 
edge of your screen, point to an empty part of the taskbar, and then drag 
it to the location you want. 


Using a dialog box 

Windows displays a dialog box when you must supply information or 
specify options or properties. For example, when you click the Open 
command to open a document. a dialog box enables you to choose the 
one you want, The following is an example of another dialog box. 


Pa———____— 
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You can use the following types of options in dialog boxes and when you 
work with the properties for an object: 


Click this To do this 


| Expand the list of choices. Then click the item you want, 

C Select one option ata time. The circle is filled in when the 
option is selected. 

Vv Select more than one option at a time. A check mark appears 


when the option is selected. 


Sizing windows 

You can change a Window's size or shape in order to see more than one 
window at a time or to adjust how much of a window's contents you can 
see. 


There are two methods of sizing windows: 


+ Use the buttons in the upper-right corner of the window. 


Click this To do this 


=| Reduce (minimize) the window to a button on the taskbar, 
ga Enlarge (maximize) the window to fill the desktop. 
5] Return the window to its previous size. This button 


appears when you maximize the window. 


* Move the pointer to the window border. When the pointer changes 
shape, drag the border to enlarge, reduce, or change the shape of the 
window. 


o 


Fates yeti or 
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Moving windows 


Moving a window to a different place on the screen can make it easier 
to see more than one window at a time or see something the window is 
covering up. 


To move a window, drag its title bar to a new location. 


Fle Edt Yew = Format Heb 


Selecting information 


You select (highlight) text or other information before doing something 
to it, such as making it appear bold or copying it to another part of your 
document. To select, place the pointer where you want to begin selecting. 
Then drag the pointer to where you want the selection to end. 


Using toolbars 

Toolbars appear in many programs aad provide quick ways to do tasks. 
Most toolbar buttons correspond to a menu command. You can find out 
what each button does by resting your pointer over the button: A box 
appears, displaying the button name. 
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Scrolling 


Ifa window is not large enough to display all the information, a scroll 
bar appears at the side and/or bottom of the window. You can drag the 
scroll box or click the scroll arrows. 


L Scroll box 


r Scroll bar 


T— Scroll arrow 
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Keyboard Shortcuts 


You can use the following keyboard shortcuts with Windows, 


General Windows keys 


To Press 
See Help on the selected dialog box Fl 

item 

Quit a program ALT+F4 
View the shortcut menu for the SHIFT+F10 


selected item 
Display the Start menu CTRL+ESC 


Switch to the window you last used. ALT+TAB 
Or switch to next window by pressing 
ALT while repeatedly pressing TAB. 


Cut CTRL+X 

Copy CTRL#C 

Paste CTRL+V 

Delete DEL 

Undo CTRL+Z 

Bypass auto-play when inserting a SHIFT while inserting the CD-ROM 
compact dis 


For the desktop, My Computer, and Windows Explorer 


When an item is selected, you can use the following shortcut keys: 


To Press 
Rename an item F2 
Find a folder or file 3 


Delete immediately without placing SHIFT+DEL 
the item in the Recycle Bin 


View item properties ALT+ENTER or ALT + double-click 
Copy a file crat key while dragging the file 


Create a shortcut CTRL+SHIFT while dragging the file 
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Accessibility for People with Disabilities 


Microsoft is committed to making its products and services easier for 

everyone to use. This section provides information about the following 

features, products, and services, which make Windows more accessible 

for people with disabilities: 

+ Features in Windows that make using Windows easier for people 
with motion or hearing disabilities 

* Getting information about other products and services for people 
with disabilities 


Windows accessibility features 


TP 


If these options are not installed, 
you can use the Add/Remove 
Programs icon in Control Panel 
to install them. 


Windows includes several accessibility features ihat provide users who 
are movement or hearing disabled with better access to computers that 
tun Windows. These features enable you to change your display, mouse, 
and keyboard features, as well as use sound to help you use Windows 
most effectively, 


For example, if you have trouble using a mouse, you can use the 
MouseKeys feature, which enables you to use the numeric keypad to 
move the mouse pointer. The following illustration shows which keys to 


use. 


To find these features, double-click the Accessibility Options icon 
in Control Panel, For a more detailed list of procedures, look up 
“accessibility” in the Help Index, 
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Customizing Windows 


There are many ways you can adjust the appearance and performance of 
Windows, your mouse, and your keyboard to suit varying vision and 
motor abilities without requiring any additional software or hardware. 
Application note WN1062 describes the specific methods, 


If you have a modem, you can download application notes from the 
following network services: 


CompuServes 
GEnie™ 
Microsoft OnLine 


Microsoft Download Service (MSDL), which you can call at (206) 
936-6735 any time except between 1:00 A.M. and 2:30 AM. Pacific 
time. Use the following communications settings. 


For this setting Specify 

Baud rate 1200, 2400, 9600, or 14400 
Parity None 

Data bits 8 

Stop bits | 


Various user-group bulletin boards (such as the bulletin-board 
services on the Association of PC User Groups network). 


Documentation in alternative formats 


People who have difficulty reading or handling printed documentation 
can obtain most of Microsoft's publications from Recording for the 
Blind, Inc. Recording for the Blind distributes these documents to 
registered, eligible members of their distribution service, either on audio 
cassettes or on floppy disks. More than 80,000 titles are available, 
including Microsoft product documentation and books from Microsoft 
Press, You can contact Recording for the Blind at the following address 
and phone numbers: 


Recording for the Blind Telephone: (609) 452-0606 
20 Roszel Road Fax: (609) 987-8116 
Princeton, NJ 08540 
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More information for people with disabilities 


For more information about Microsoft products and services for people 
With disabilities, contact: 


Microsoft Sales Information Center — Voice telephone: (800) 426-9400 
One Microsoft Way Text telephone: (800) 892-5234 
Redmond, WA 98052-6399 Fax: (206) 635-6100 


The Trace R&D Center at the University of Wisconsin-Madison 
produces a book and a compact disc that describe products that help 
people with disabilities use computers, The book, titled Trace Resource 
Book, provides descriptions and photographs of about 2000 products, 
The compact disc, titled CO-NET CD, provides a database of more than 
18,000 products and other information for people with disabilities. It is 
issued twice a year. To obtain these directories, contact: 


Trace R&D Center Voice telephone: (608) 263-2309 
S-151 Waisman Center Text telephone: (608) 263-5408 
1500 Highland Avenue Fax: (608) 262-8848 


Madison, WI 53705-2280 


For general information and recommendations about how computers can 
help specific individuals, consult a trained evaluator who can best match 
the individual's needs with available solutions. An assistive technology 
Program in your area will provide referrals to programs and services that 
are available to you. To locate the assistive technology program nearest 
you, you can contact: 


National Information System (NIS) — Voice/text telephone: 
Center for Developmental Disabilities (803) 777-4435 
Benson Bldg. Fax: (803) 777-6058 
University of South Carolina, 

Columbia, SC 29208 
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Troubleshooting 


This section is designed to hel 


i } p if you encounter problems when using 
Windows 95, 


Using Help troubleshooters 


To use a troubleshooter, look up “Troubleshooting” in the Help 
Contents, and then follow the step-by-step instructions to resolve the 
problem. The following topics are covered in Help troubleshooters. 


+ Ifyou have trouble printing * Ifyou run out of memory 

+ Ifyou need more disk space * Ifyou have a hardware conflict 

* Ifyou have trouble running «Ifyou have trouble using the 
MS-DOS programs network 

+ Ifyou have trouble using your + Ifyou have trouble using 
modem Dial-Up Networking 

* Tf you have trouble using Direct * Ifyou have trouble using a 
Cable Connection PC card (PCMCIA) 

+ Ifyou have trouble starting 
Windows 


Bypassing your startup files 


If you need to, you can start your computer without loading certain 
components. This is most useful when you are experiencing problems 
starting Windows. 


To start your computer in troubleshooting mode 
> 1 Start or restart your computer. After your computer starts, 
Windows displays the following text: 
Starting Windows 95... 
> 2 while the textis on your screen, press and release the F8 key. 


Windows displays a menu. 


P. 3 Type the number for the option you want, or use the 
DOWN ARROW key to select it, and then press ENTER. 
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The following table explains each of the choices you might see when you 


press FS at startup. 


Command 


What it does 


Normal 
Logged (\BOOTLOG.TXT) 


Safe mode 


Safe mode with network support 


Step-by-step confirmation 


Command prompt only 


Safe mode command prompt only 


Previous version of MS-DOS 


Starts Windows normally. 


Starts Windows normally, but creates a 
text file called Bootlog.txt located in 
your root directory (top-level folder on 
drive C). This file contains information 
about which files loaded correctly, 
Starts Windows with a basic 
configuration instead of your usual 
configuration. Some parts of your system 
might not work as they usually do. After 
Windows starts, you can then make 
changes and restart your computer. 


Starts Windows with a basic 
configuration but includes network 
capabilities. 

Starts your computer, displaying each 
startup step followed by a prompt. To 
carry out the current command, press 
ENTER. To bypass that command, press 
ESC. This option enables you to load only 
those componenis you want, 


Starts your computer normally, but does 
not start the Windows interface. You can 
start Windows by typing win. 


Starts your computer with a basic 
configuration instead of your usual 
configuration, and does not start the 
Windows interface. 

Starts MS-DOS, using files that were 
backed up during Windows Setup. The 
version of MS-DOS depends on what 
Version you Were running before 
installing Windows 95. 
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Restoring the registry 
If your registry becomes corrupted, you can restore it by using the 
follow ing procedure. Restoring the registry will replace it with a copy 
of the registry as it was the last time you successfully started your 
computer, 


To restore the registry 

> | Star orrestan your computer. After your computer starts, 
Windows displays the following text: 
Starting Windows 95... 


>2 While the text is on your screen, press and release the F8 key. 
Amenu appears. 


> 3 Choose the Command Prompt Only option. 

> atthe command prompt. change to your Windows 
directory. For example, if your Windows directory is 
C:\Windows, you would type the following: 
cd c:lwindows 

»5 Type the following commands, pressing ENTER after 
each one. (Note that System.da0 and User.da0 contain 
the number zero.) 
attrib -h -r-s system.dat 
attrib -h -r-s system.da0 
attrib -h-r-s user.dat 
attrib -h -r-s user.da0 


> 61 you want to contact product support, type the following 
to create files you can refer to: 


copy system.dat system.bak 
copy user.dat userbak 


7 Then type: 


copy system.da0 system.dat 
copy user.da0 user.dat 


8 Restart your computer. 


84 Introducing Microsoft Windows 95 


Running MS-DOS programs when you use DriveSpace 
The DriveSpace disk-compression program may use memory needed to 
run certain MS-DOS-based programs. To increase available memory for 
your program, you can start your computer by using the Step-By-Step 
Confirmation option, and choose not to load DriveSpace and only load 
the devices and files needed to run your program. 


For more information about doing this, look up “MS-DOS programs, 
troubleshooting” in the Help Index. 


Note The program and any files needed to run it must be on a host 
(uncompressed) drive. When you choose not to load DriveSpace, you 
cannot load any files from a compressed drive — you will get a message 
that the file is corrupted or cannot be found. See your program’s 
documentation to find out what files are required. 


For more troubleshooting information 


If you have trouble setting up Windows 95, see the Setup.txt file that 
comes with Windows. If you have other trouble, see the Readme.txt 


online document for a list of other readme files you can find information 
in. 
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